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18 March 1950

8. 0, PROGEDURE GUIDE NO. 11 (Revised)

INTELLIGENCE INTEGRATION DIVISION PROCEDURES

| 1, S. 0. Procedure Guide No. 11, entitled "Registry Procedurss," dated

5 January 1948, is resqinded and wil1 be replaced by the following Manual of
IID proceduress

2e The over-all effective date of this Manual is 27 March 1950.
However, it is not feasible to apply these procedures to all of 0S0 simultaune-

ouslye

3o Accordingly, esch Foreign Division Chief will be advised by IID a3

to the exact date these procedures will become effective for his Divisions
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25X1A9%9a

in Class. D

Class. CHANGEL

DDA Nemo, 4 N
Auth: DDA R00, 777107

. ‘ Data:zi 037&}33;: o2

| SEp}ﬁ

" Approved For Release 2000/08/21 : CIA-RDP57-00042A00020018007 -8




‘N‘M‘.

124000200180056-8

INTELLIGENCE INTEGRATION DIVISION

VANUAL OF PROCEDURES

SECTION I

le Functlon and Responsibilities

8s Tt is the function of the Intelligence Integration Division to provide
facilities for the centralized colletion, integration, processing,
maintenence, and operational servicing of all reports and information
produced or received by the Office of Special Operationse . IID responsi-
bilities include the receipt and dispatch éf all pouches and other
correspondence of 080, the establishment and operation of required
enalytical processing procedures, and the maintensnce of a Central
Index to insure proper accessibility o all information possessed by
0S0. The Intelligence Integration Division is also responsible for the
proparation of summery memorandum replics to name check requests
received from other U. S. Agencies or othor components of CIA.

be In addition, the IID is responsiblc for all achivitics and services
formerly performed by Central Registry Division.

2s Organization

For the organization of the Intelligence Integration Division, sec Attoch=
mont No. la

3¢ Theory of the Systom

The procedurcs and activities described horcin oarce designed to achieve the
optimumm centralization and intogration of all data available to 080. Tho
system is cstablished on a case file, dossior basis with provision for
adequate geoneral corrclation filese The dossiers are supplemented by

-l -
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3x5 indises which proviie the recuired eccsss o “he data. In the prepera-
tion of index curds, the principlss of selsctive indexing are followed,

Desoription of tvhe Systeu
a. TIa keeping with the geographic division of responsibility within tho
Forcign Nivisioens of 80, the case files are orgunised oo g counbry
= ’-‘-’“
basis. That is, o grouning or consolidation is effected or 2l! cate
R R
originnting ia cacl Field Station cr concerning = partisuiar country,

and withiu thess grounings suvbjest bresktdvins ars created connerning
T,

specitic subject matvers most importort feom an opzrational and

informotional staadpoint. Material received which does nst Togiselly
fall into any specific cass file will be processad into cnronological
station or cource files.

boe The CLWSSlf¢C&L10n Guide

LN e e

The nuabars nssigied to the coumtbries listed velow provide tho initial

.

breakdown for the r'ilers, and the final lLosation ol matelial processasd
a—" B

1

is geverned by ths countey with which it is primarily conterawc, with
the sucentign of that material rertinent to a file on ar ~udividual
AR

or on international crganiza +1ouu T zecoad breakdown folliore a

sbandard sub-list of eight categorics, and the third bresld-wa xndr
cotes o specific fTolder within the Mlrss two proliminacy brealoowms.
In adaéition, all Jdocuments placed im a fils rre aundored in sounsecuciv:

arder within thot 2ilc sco that index cards may roflect bre exret

location of each document. Ths following is the lizt o numbers

assigned o countrics:
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afforded special handling in IID. Each Top Qeéfet document s
ecoessioned in the Top Secret log, assigned & T/8 numbet in the CIA
gseries, and controlled throughout prooessing and routiﬁg according

to CIA Top Secret Security Regulations. In addition, these documents
are afforded the normel processing of analysis, classification and
indexing in the Top Secret Unit and are meintained there in individual
manila folders. The index cards are added to the General Index, and
special abstract slips are filed in the MNumbering Section. However,
in the IID case file, where the document would be placed if it were
not Top Secret, & referral sheet is filed expleining thet this serial

may be found in the Top Secret Unite

b.- Material and Operational Files

Meterial bearing the indicator - is passed unopened thru IID to
Chief, Staff "A", for delivery to the Foreign Division Chief. IID
maintains an abstract record by Field Station number noting that the
document is _ In addition, operational material relating to
sctive operational files is retained in the Foreign Divisions until
such time as the operation becomes inactive.

Non-Intelligence Material

Additional exceptions to the normal processing arc those types of
correspondence Whicﬁ fall within the responsibilities of the support
functions (Porsonncl, Confidential Funds, Tronsportation and Supply)
and which are required by those offices for the completion of thelr
records. This matorial will be routed first to the Forecign Divisilon
concerned and from there to the appropriate support office for reten-

'bion-
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de Cables
TID will continue to mainbtain one copy of cables in consecutive order
according to IN or OUT cable number. In addition, one copy of cables
will be processcd through IID into the appropriate casc file, with

all possible indexing boing performed en routes
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appropriate IID case file. Another copy will be maintained by IID in

consecutive order according to the IN or QUI number of the cable. This

latter copy will be available for charge-out purposes:

Instruction and Tours

S

bs -

Wew personnel entering on duty in the Foreign Divisions or personnel
returning from overseas assigaments may be referred to IID for briefing
or instruction regarding preparation of pouches, use of IID facilities
or genersl information concerning IID procedures. Also, IID personnel
will be made aveilable for group discussions in a Foreign Division at
the request of the Division Chief.

Periodically, tours are conducted through the Intelligence Integration
Division for general informational purposes. Any authorized 0S5O
employee mey accompany one of these tours, which are designed to guide
end assist all personnel making use of the IID facilities.

The sbove instruction activities are supplementary to the regularly

scheduled lecturses in the Training Division.

Messenger Service

e

be

The messenger system provides for e pickup and delivery every 45
minutes in all 050 Staffs and Divisions. Documents bearing a Field
Sfation or Domestic symbol number are automatically re-charged to the
next office listed on the Routing and Record Sheet as they pass
through the messenger channelse

Outgoing cebles requiring coordination and release are hand carried
by en IID messenger to each interested office for attention and are
then carried directly to the Signal Center for transmittals. Also,
incoming cables and confirmetion copies of outgoing cables are carried

directly to the addressee offices from the Signal Center.
- 15 -
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SECTION IV

RESPONSIBILITIES OF Tit AREA DESK

oy

12 The suceessful and effective functioning of the Intelligence Integration
Division will depend to a large extent on the guidance and advice recelved
from fhe individuals making use of its facilities. Suggestions for
improvement and constructive criticism of existing end future procedures
arc solicited and will be given careful considerations Further, it is
deemed essential that all O.S.0. personnel meke every effort to familiarize
themsclves with the principles of the I.I.Ds systems The following points
arc discussed with a view to swmarizing the paprt played by Foreign
Division personnel in guaranteeing the most effisient operation of the
procedures set forth in this Guide.

2+ Review of IID Case HNumber

Fach incoming pouch document delivered to the Forelgn Divisions will

clearly rcflect the number and title of the file into which it has beon
classified, A motation will also appear indicating whether cross-references
to other files have been made. It is the responsibility of the desk offi-
cer to review the classification and advisc IID by appropriate notation if
it is felt the document should be placed into a difforent case file. Also,

in the event additional cross-references to other files are deemed neces-

sary, IID will be so adviseds

SE T
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files of the establishment of oonflicting or unnccessary folders.
Further, it is esscntial that an accurate record be maintaincd of
all ekisting active and ipactivéifilesé

be Generelly, Form No. 35-40, described as a "Registry Routing Slip",
will be used to request the opening of a new casej however, a written
memorandum to IID will also rosult in tho necessary action being
takene In either cvent, the request will reflect the exact title of
the new casc and, in the instance of impersonal matters, a brief
explenation of the type of material to be included in the now filee
After epproval by the Chief, IID, a number will be assigned to the now
case and the requesting officer advised.

Briefing of the IID Analysts

The area sub-division in the Apalysis Section of IID permits a high degree
of area specialization on the part of the Inbelligencc Analystse As the
various Analysts will operate as virtual extensions of their respective
Foreign Divisions! activities, it is importent that they be properly
acquaintcd‘with the requirements of their assigned Division. In this
connection, the personncl in the Foreign Divisions will play an important
part in providing guidance, instructions, and background briefing to the
apprdpriate Analysﬁs in IID. In turn, the Analysts will maintain a close
working rclationship with the appropriate Forcign Division personnel in
order to insure proper goordination of IID and Foreign Division activiticse

Document and File Control

as During the initial processing of incoming pouch material, a triplicate
copy of the abstract is preparcd for the purposc of controlling the

location of a document while it is being routed through the Foreign

- 18 =
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Divisionss This 3x5 slip, or card, is filed in the Mall Sectione
.anh time a document is roubted from one Division to another, via
the messenger system, it will pass across the Document Control Desk
and the change will be noted on the Control Cards When the document
is returned to IID for £iling, the Control Card is destroyed. in
exception is a numbered document attached for background purposes to
an outgoing cable or dispatch which is being routed to coordinating
and releasing officers, Inasmuch as ;ﬁph attachments are returned
promptly to the office which originatédlthe outgoing message, no
re-oharge is made on the document control card.

be It is emphasized that complete cooperation of all Foreign Division
personnel is essential to this control, If at any time it becomes
necessary to "hand-carry" a document from one Division or Staff to
another, the Document Control Desk, Ext. 2152, must be notified in
order that the change of location may be recorded.

ce A gimilar procedure of centralized location contr§1 is employed in
insuring accurate charge-out responsibility for files, If a file is
‘bransferred by hand from one Division to another, the'_ 25X1A8a
Exte 2159, must be notifieds

Prompt Return of Documents and Files

8o In order that the central files may be most effective, it is essential
that documents be returned td IID as soon as all action has been com-
pleted,

bse TFiles charged out from IID to the Foreign Divisions should be returned
as promptly as possible.

Assistance in "Locate" Activity

On occasions, it is necessary for the IID Locate Clerk to contact the
—19—
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Foreign Divisions in search of a document or file when an urgent request
is received or when the usugl control on this material has been clrcum-
vented. In these instances, it is the responsibility of the persons con-
tacted to assist in the location of the matcrial and to insure that cvoery
possible check is made within the Division to locate the required material.

9 Serial Removing

as 1t is realized that thero.are instances in which it becomes necessary
to send to another lgency, or to another Office of 0IA, a serial which
has been placed in fiie. In this event, the _will ve 29X1A8a
contacted, since only IID personnel have authority to remove documents
after they have becn placed in a file. An employee of the - 25X1A8a
Section will be sent to the requesting official?s office to rcmove
the serial and adjust the necessary recordsa
be The rcmoval of a Routing and Record Sheet from an unfiled document
when the document is to be sent out of 0S0 will be carried out by this
same principle. An IID employee will be called to the Desk in order
that oppropriate record of the actlon mey be made in IID.
ce In addition to the prohibition against removing material from a file,
it is to be notcd that nothing is to be added to a case foldor except
by authorized IID personnela

10¢ Disposition of Ihterial

------ —

8. When a carbon copy of a document, or attachments to a document, are
separated from the original by Forelgn Division personnel for temporary
retontion, it is necessary that this action be noted on the Routing
and Record Sheets

b, In the case of obsolete or inactive material which has accumulated in

- 20 =
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the Foreign Divisions, a memorandum of transmittal to IID will be pre-
pared. The memorandum will describe the material, estimated future
bvalue, and recommended disposition.

lle Form for Requesting Name Checks

as In requesting IID to carry out a search of the Central Index on any
neme, subject matter, or organization, the requesting officer will
£ill out & Name Check Request Form and route it to the IID. Separate
forms will be used for each name, end it is emphasized that known
eliases, spelling variations, and pertinent identifying data must be
furnished to insure an accurate search.

be TWhen the requesting officer is not interested in having 2ll available
references sent to his office, a statement as to the specific actlon
desired of IID will be noted on the Forme This statement of interest
will eliminate much unnecessary effort on the part of IID in providing
the required informatione

12+ Proparation of File Copies

aes To facilitate processing and filing, all headquarters memoranda,
outgoing dispatches, and other outgoing correspondence will be con-
fined to one subjecte A short precise title indicative of the subject
content of the document will be shown, and the initials of the origi-
nating officeor will eppear on the file copye

be Since the IID copy is the permanent record copy, care should be taken
to insurc that it is legible and reflects all nobations and cor?ections

25X1C4a rlaced on the original.
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be It 1s then the responsibility of the Foreign Division to prepare a

cable or dispatch requesting the required information from the fielde
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